19. 135

19.135 ANNUAL VACATION POLICY

Ref er ence:

Cty of Gncinnati Adm nistrative Regul ations
City Personnel Policies and Procedures
Current City/ FOP Contract

Current City/ AFSCME Contract

St andards Manual 22.2.1

Pur pose:

Ensure conpliance with Gty Personnel Policies and
Procedures and current City/FOP and City/ AFSCVE
contracts.

Provide a tinely and fair way of selecting and
t aki ng vacati ons.

Enabl e bureau commanders to project manpower | evels.
Procedure:
A. Annual Vacati on:

1. District/section/unit commanders wi |l nanage
vacation sel ections of personnel to ensure
an adequat e manpower | evel.

2. Each sworn enpl oyee and permanent civilian
Division 1 enpl oyee receives annual vacation
| eave according to the current wage
contract.

3. Each permanent civilian D vision 0 enpl oyee
recei ves annual vacation | eave according to
City Personnel Policies and Procedures.

4. An enpl oyee does not have to take an annual
vacation. An enployee may accumnul ate
vacation tinme according to the maxi num
accumnul ati on schedul e.
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a. Each enployee is responsible to ensure
accrued vacation does not exceed the
maxi mrum accurrul ati on stated in the
current wage contract or City Personnel
Pol i ci es and Procedures.

B. Vacation Sel ection:

1

3/ 98, Replaces 3/92

Bureau, district, section, and unit
commanders wi || appoint acting commanders
during their vacation absence.

The vacation year consists of 26 two week
bl ocks beginning wth the first change day
on or after January 1st of each year.

a. Enployees may pick one week or one
consecutive two week vacation in each
round of selection. The nunber of
rounds will be determ ned by the anount
of vacation tine an enpl oyee has accrued
in one year.

b. A vacation week begins on Sunday and
ends the follow ng Saturday.

Units nust have the vacation schedul e
conpl eted and posted by the first Monday in
Mar ch.

Enpl oyees transferred after vacation
selection will not have to change previously
approved vacation tine.

Police officers and specialists selecting
together wll pick vacations by seniority

wi thin established work groups (shift, unit,
office, etc.).

a. Selections within the work group are by
seniority determ ned by date of
appoi ntnment as a police recruit.
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1) If two or nore officers were
appoi nted recruits on the sane day,
vacation selection seniority is
determ ned by the enpl oyee's
nuneri cal grade on the overal
entrance level eligibility Iist.

Vacation selection in the sworn ranks above
police specialist is by seniority within the
wor k group determ ned by date of appoi nt nent
to the current rank.

a. If two or nore enployees in the sane
wor k group were pronoted on the same day
to the sanme rank fromthe sane overal
pronotional eligibility Iist, vacation
seniority is determ ned by final overal
nuneri cal pronotional exam nation
r anki ng.

Cvilian enployees wll select vacations
wi thin the work group by classification and
then seniority determ ned by the enpl oyee's
appoi ntment date to that classification.

a. Exception: Wen two enployees with
separate but equal (according to pay
scale) classifications operate in the
same work group, their vacation
selection will be conmbined. Seniority
in either classification will be the
determ ning factor.

b. If two or nore enployees in the sanme
wor k group were pronoted on the same day
fromthe sane or equal (according to pay
scale) overall pronotional eligibility
list, vacation selection seniority is
determ ned by their final overal
numeri cal pronotional exam nation
r anki ng.

Sworn enpl oyees reinstated fromresignation
have vacation seniority credited fromthe
date of reinstatenent.

An enpl oyee reinstated fromretirenment to
his former position retains credit for
seniority earned before retirenent.
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10. Enpl oyees restored frommlitary service,
| ayoff, retirenent, or a retiree hired for a
different job with no break in service keep
their original seniority date.

C. Vacation Time:

1. Supervisors may grant non-presel ected
vacation tine in any time increnents
provi ded enough personnel are on duty to
nmeet service denmands.

2. Enployees will docunent use of vacation tine
by submtting an Application for Leave of
Absence (Form 25S) to the unit conmander

D. Special Provisions:

1. An enployee hospitalized while on vacation
wi Il have his status changed from "Vacati on"
to "Sick wth Pay" for the actual days
hospi talized.

2. A sworn enployee on injured-wth-pay (IW)
status will earn vacation tine at the norna
rate.

3. A sworn enpl oyee on vacation and called in
for enmergency duty may choose:

a. Pay at tinme and one half instead of
regul ar vacation, or

b. Regular pay plus another day of
vacati on.

4. A civilian enployee on injured-wth-pay
(I'WP) status does not earn vacation tine at
the normal rate.

5. Acivilian enployee on vacation and called
in for emergency duty may choose:

a. Pay at double time plus regular pay for
t he vacation, or

b. Pay at double tinme and take the vacation
| ater.
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Procedure 19. 135 | ndex

Thi s procedure appears in the main Procedure Manual Index in
the foll om ng manner:

Page A-3

ANNUAL :

Vacation Policy
19. 135

Speci al Provisions pg. 3-4
Vacation Sel ection pg. 2-3
Vacation Tinme pg. 3
Page P-4
PERSONNEL ( Cont.):
Vacati ons 19. 135
Speci al Provisions pg. 3-4
Vacation Sel ection pg. 2-3

Vacation Tinme pg. 3

Page V-1
Vacat i ons
19. 135
Accunul ation of vacation tinme pg. 1
Changi ng vacation tinme to sick time pg. 3
Speci al Provisions pg. 3-4
Vacati on schedul e due date pg. 2
Vacation Sel ection pg. 2-3
Vacation Tinme pg. 3
19. 135
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